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1.2 Welcome

Welcome

Hello!

I'm Lisa. | will be
walking you through
your course today.

]
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1.3 Duration

Course Duration

eI eiR L
3 1/2 Hours &5
This course will take oy U N )(x

appracimpels 333 WENI |
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Course Duration

Avoid
Distractions

It is recommended
that you avoid
distractions

during training.
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Avoid
Distractions

-
»

You should close
all other
applications
including your

email while
taking the course
and silence your

cell phone.

1.5 Navigation

Course Navigation

]
Use Navigation

Buttons below.
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Course Navigation SIS |

Select next to
continue.

1.6 Course Outline

Course Outline

Understand how to use CAPPS Learn to perform the following
tesks:

Section 1 — CAPPS Learn Dreérndw
Section 2 = System, Content and Training Administration
= Saction 3 - Heports

Section & — Review
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1.7 Course Objectives

™

N

Course Objectives L

After completing this course you will be able to:

Explain the benefits of CAPPS Learn

Describe the roles and responsibilities

Define key terms and definitions

Dremonstrate how 1o navigate using the Management Controls
rmenus

® Learn how to perform the tasks of a System, Content and

Training Adminkstrator
|
III. ; I
1

® Learn how to run and review reports

2. Section 1-Overview
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2.2 Section 1 — Objectives

Section 1 - Objectives

After completing this section you will be able to:
#  Describe the CAPPS Learn System
#  Explaan the benefits of CAPPS Learn
*  Relate key terminalogy
 [ifferentiate between the roles and responsibilities

*  Navigate using the Management Control menus

2.3 Section 2 — Outline

Section 2 — Outline

p CAPPS Learn Overview 10 min
p Introduction to Roles and Key Terms 10 min
p Administrator Navigation Fundamentals 20 min

EE
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2.4 Section 1, Lesson 1

Section 1, Lesson 1

p CAPPS Learn Overview | |15.min |

2.5 Section 1, Lesson 1 Exercise

Section 1, Lesson 1

CAPPS Learn is a system for delivering, tracking,
managing, and reporting on all types of formal and
informal learning. Users have easy access to learning
throwgh a single platform for online, classroom,
assessments, blended learning, and self-reported
training.
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2.6 Section 1, Lesson 1 Exercise

Section 1, Lesson 1 Continued

= Easily manage delivering, managing and tracking your learning
initiatives.

= Enable users 1o take advantage of blended learning plans
incheding online, dlassroom, virtual classroom, assessments,

:i and informal learning.
®  fgencies have the ability to manage their own LearnCenters,

2.7 Section 1, Lesson 2

Section 1, Lesson 2

p CAPPS Leam Overview 10 min
p Iintroduction to Roles and Key Terms | l 10 min
p Administrator Navigation Fundamentals 20 min

EE
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2.8 Section 1, Lesson 2 Continued

Section 1, Lesson 2 Continued

o select each role on the left to review
Systern Administrator the corresponding responsibilities.

Training Administrator
Content Administrator
SUpervison

Instructor

EE

LC Administrator Roles & Responsibility

Section 1, Lesson 2 Continued

System Administrator

Training Administrator
Content Administrator
Supervisor

Instructor

I
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System Administrator

Section 1, Lesson 2 Continued

System Administrators core
responsibility is to manage
their LearnCenter.

System Administrator -
Training Administrator

Content Administrator

Supervisor

Instructor

L

Training Administrator

Section 1, Lesson 2 Continued

Training Administrators are

System Administrator :
generally responsible for

Training Administrator 3 setting up Instrucl:o.r—led
Training (ILT), creating

Content Administrator enrollments, assignments,
learning plans, skills and

Supervisor reporting.

Instructor

T

180 Learn for Administrators



CAPPS HR/Payroll

Centralized Accounting and Payroll/Personnel System

Learn for Administrators

Content Administrator

Section 1, Lesson 2 Continued

System Administrator
Training Administrator
Content Administrator
Supervisor

Instructor

L

Supervisor

e

Content Administrators are
generally responsible for the
setup of the LearnCenter's look
and feel, and importing course
content.

Section 1, Lesson 2 Continued

System Administrator
Training Administrator
Content Administrator
Supervisor

Instructor

T

Supervisors manage and
monitor the training activity of
their direct reports.

180 Learn for Administrators




CAPPS HR/Payroll C@pps

Centralized Accounting and PayrollPersonnel System

Learn for Administrators

Instructor

Section 1, Lesson 2 Continued

System Administrator

Training Administrator

Content Administrator

Supervisor :
Instructors teach the ILTs that
e ictor —) are offered at an agency,
manage attendance and
rosters.

L

2.9 Section 1, Lesson 1 Exercise

Section 1, Lesson 2 Continued

KeyTerms | Definitions

Instructcs Led Tralning (ILT) is training that occwrs in o classroom that has
one or more intructors teaching skills or materlal to wsers through lectures,

ooy T2 presantations, and demonatration.
Everis are the highest level in thae ILT hisrarchy. Generally they sre named

Events for the topic covered during training. An ILT Evert can have one of mone
Tracks.

Tracks Tracks are the sacond krvel in the ILT hierarchy. They are typicaly used 1o danfy
g different sadiences | Sakes, Casbomer Servioe), kcations | T o FL} or for organicing
sagikang By sodiends, laianon, of dete. Tracks can have ons of mone LT Seiiias,

Seagdons are the thind level in the LT Mecarchy and they sre used to specily

Irestructor Led

Session Items such as the date and thme the ILT event takes place, bocation,
Instruciors, and sostion detalls,
Web-Based WET [Web-based Training] is sell-paced or asynchronous content. It ncludes,

Training [WEBT) baut is reot limited to SCORM, AMCC, and LearnCenter Cowrsa Editor conbent.

EE
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2.10 Section 1, Lesson 1 Exercise

Section 1, Lesson 2

Key Terms Definitions

The Control Panel is the command central for the LearnCenter. This is the
Control Panel bekind-the-scenes area whars the admin can manage most of what Usars
sae and o in the LearnCenter,

Dhsaamic Tha ool wsed in creating end wier pages. They allow you 1o personalice
LR, gach user's experience, such as “Welcome lane™.

Resource Thee retource manager tool is the repositary for media and files uvsed in the
Manager LearnCenter.

Visual Managsr :": visual manager I3 a ool that provides a graphical way to manage your
Asdation industry  Aviation Iedustry CBT Commities (AICC) are elsarning standards developed by
CBT Committes  an international asiociation of technology-based training professionals for the

(ABCE) aiation industry In the development, dellvery, and evaluation of CAT materfals.

E

2.11 Section 1, Lesson 1 Exercise

Section 1, Lesson 2 Continued

Key Terms Definitions

Shareable Content Obdect Reference Model (SCORBM) are eloaming
SLORM sandards & specifications that sllow vou to use different vendoes' tocks b
ereate and diitribute WBT content with conalsbent resuits,

Wihiart You See Is What You Gat (WYSIWTG] pronouncad “whirey-wig” iz a
WA word processing term meaning that text and graphics print exactly the way
they appear on a computer soreen.

EE
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2.12 Section 1, Lesson 3

Section 1, Lesson 3

p CAPPS Learn Overview 10 min

p Introduction to Roles and Key Terms 10 min

p Administrator Navigation Fundamentals | 20 min
e L

EE

2.13 Section 1, Lesson 3

Section 1, Lesson 3

Mavigation Fundamentals for Administrators

This lesson will help you get started using CAPPS Learn.

e folouing H'&Mpu':u
Yau will learn haw to: m-mumﬁ
& Mavigate uing the Maragement Control menus ;
- [
T —_— Navigation
e P T Fundamentals for
Admins
e — Srenarks 1t ddminstrater
o ) Capps
¥ - "
s After complating the
s exereises cloie the browser

tab and return to the cowrse.
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3. Section 2-System, Content and Training Admin.

e

Section 2

e ] S B ] sl Pow oy Tster

3.2 Section 2 — Outline

Section 2 = Outline

p Systemn Administrators &0 min
p Content and Training Administrators &0 min
p Training Administrators &0 min

e
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3.3 Section 2 — Lesson 1

Section 2 - Lesson 1

p System Administrators B0 min
‘System Administrators will learn how to manage:

Meisages and Notfications
p Content and Training Administrators 60 min
p Training Administrators &0 min

EE

3.4 Section 1 — Lesson 1 Exercises

Section 1 - Lesson 1 Exercises

The follewing exercize(s) provide step-by-step instructions on how te perform
o task in CAPPS.

LearnCenter Basics for System Administrators
Scenarie 1: Agency Syitern Semtingi/Configuration

Scanarle 5 Valldating Role Config & Security Permissions
Scanario & Managing/Defining Messages and Notices

Afver complating the exercise{s] clote the browsar tab
ared return 1o the course.
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3.5 Section 2 — Lesson 2

Section 2 — Lesson 2

p System Administrators B0 min

p Content and Training Administrators 60 min
Contert and Trainéng Adminizstrators will learn how 1o marage:

Configuringdiaplaying LC Page, crewting courses with LC Course Editor,
Inserting a WBT, uploading files to Resource Manager, creating Categories

p Training Administrators 60 min

EE

3.6 Section 1 — Lesson 2 Exercises

Section 1 — Lesson 2 Exercises

The follewing exercize(s) provide step-by-step instructions on how te perform
o task in CAPPS,

LearnCenter Basics for Content and Training Administrators

Scenario 1: Configuring/Displaying LL Pages
Seanarie 2 Croating Courses with LC Coursa Editor
Scanario 3 Insertieg o WET

Scanarie & Uploading Files to Resource Manager
Seenarle 5: Creating Categories

Seanario 6 Creating Enstardes

Scanarie T: Creating Addgrments

Scenarlo B Creating Questions/Arawers Pool
Seanarla % Creating Sunens

After completing the exerciseds] close the browser tab
ard return 1o this course.
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3.7 Section 2 — Lesson 3

Section 2 — Lesson 3

p System Administrators &0 min
p Content and Training Administrators &0 min
p Training Administrators &0 min

Training Administrators will learn how o manage:

bnstractor-Led Tralning (ILT), Assessments [Tests), Enroliments, Learning
Plars, Skills/Add Motice & Notification ard ILT Certificates

EE

3.8 Section 1 — Lesson 3 Exercises

Section 1 — Lesson 3 Exercises

The follewing exercize(s) provide step-by-step instructions on how te perform
o task in CAPPS.

LearnCenter Basics for Training Administrators

Seanario 1: Creating Instructor.Led Training (5LT)
Seanario & Creating Astessmeents (Tests]
Seenarla 3: Creating Enrollmaernts

Seenario & Creating Lesrring Flars
Scanarlo 3: Creating SkillsfAdd Motice & Notiflcation

Scanarie & Creating BT Certiffcates

Afver complating the exercise{s] clote the browsar tab
ared return 1o the course.
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4. Section 3-Reporting
B

Section 3

e ] S B ] sl Pow oy Tster

4.1 Section 3-Reporting

Section 3

e
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4.2 Section 3 — Lesson 1 Exercise

Section 3 - Lesson 1 Exercise

The fallowing exercize(s) prowvide step-by-step instructions on kow to perform
o task in CAPPS.

LearnCenter Basics for Administrators

Scanario L Rurwiing a 8 Report

Alter comphating the sxercise{s] clota the brevwsar tal
ard return 1o the course.

e

5. Section 4
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5.1 Summary

Summary

Congratulations, you have completed this course, You
learned the following regarding CAPPS Learn;

The benefits of CAPPS Learn

Roles and Responsibilities

Key Terms and Definitions

MNavigation using the Management Contrel menus

How to perform tasks of a System, Content and Training
Administratos

® Running reports

EE

5.3 Questions

Questions
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5.4 End

Conclusion

This completes the CAPPS Learn for
Administrators - 180.

Hope you enjoyed this course, see you next time!

L .
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